State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Technician (Typing) Limited Term - 24 Months 0170-1139-003 50000686 |

APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

Vacant TBD Executive/Office of Workforce Equality

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
R04
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[ Supervisory [] Lead Person Stephanie Varrelman Staff Services Manager Il

APPROVED BY (Personnel Analyst's Name) DATE

Andrea Riley 05/06/16
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under general direction of the Chief, Office of Workforce Equality, the incumbent has access to
high profile confidential information regarding sensitive departmental issues about
employer/employee relation matters. The incumbent performs a variety of complex jobs with a high
level of independence and initiative when providing secretarial support to the office chief, senior
investigator, investigators, and office.

ESSENTIAL FUNCTIONS

The job requires a high degree of secretarial skills, initiative, discretion, independent judgment, and
originality in performing assigned tasks. Incumbent must exercise good judgment and possess the
ability to communicate effectively concerning contact with control agencies, and other members of
the public. This position requires that the incumbent work cooperatively and respectfully with
others, and maintain regular, consistent, and predictable attendance. The specific essential
functions are:

45% Serve as Secretary for the Office of Workforce Equality (OWE) Chief; research and attach pertinent
file material to the Chief's mail and messages. Maintain the Chief's electronic calendar, schedule
meetings and conferences, make travel arrangements, and gather meeting materials. Provide
secretarial support to staff; maintain training calendar for staff, and for training conducted by OWE
staff. Ensure materials are prepared for various meetings and training classes; initiate research
and draft correspondence, reports, charts, tables, graphs, forms, and other documents in
accordance with office and departmental standards; compose outgoing correspondence and
review outgoing correspondence and reports for conformance with department policy, format, and
grammar. Duplicate, collate, and scan documents. Develop, update, and maintain numerous
workload reports. Prepare weekly highlights for OWE Chief. Make travel arrangements for staff
using Concur and process travel expense claims utilizing CalATERS. Serve as OWE Super User for

CalATERS.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Stephanie Varrelman >

EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
Vacant >
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Technician (Typing) Limited Term - 24 Months 0170-1139-003 50000686 |

APPOINTEE

Vacant

SAP PERSONNEL NO. | DIVISION/SECTION
TBD Executive/Office of Workforce Equality

Percent of
Time

Activity

20%

15%

10%

10%

Responsible for maintaining complex filing system, establishing confidential case files, filing
selected correspondence, and maintaining discrimination complaint database and other resource
material. Use sound and independent judgment to select appropriate filing procedures for correct
and easy recall of the material, and ensures adequate cross-filing of more complex source material.
Maintain reference manuals, directories, and materials. Research and recommend processes and
procedures to streamline, automate, and update methods of record keeping. Edit and finalize
meeting notes. Research laws, rules, regulations, and procedures to format and update office desk
manuals.

Serves as Timekeeper, Training Coordinator, and Purchasing Coordinator for OWE office staff
utilizing SAP. Run weekly ZDUN Time sheet Validation and Reporting report in SAP, and e-mail
appropriate information to OWE office staff. Coordinate and ensure annual individual performance
appraisals are prepared; compile and complete annual performance appraisal reports; implement
and coordinate training for office staff; provide advice and assistance to staff regarding training
and career development. Type and prepare training requests and review for completeness and
accuracy. Following the procurement procedures, prepare purchase Requisitions for materials and
services for approval in SAP, reserve materials from the warehouse, track the status of each
purchase, and monitor supplies/equipment.

Sensitive duties include phone contact with DWR employees, members of the public, and
government representatives. The incumbent must do the following: (a) exercise discretion and
diplomacy; (b) know when to redirect inquiries to a specific person or program within OWE or
DWR; (c) determine when inquiries should be directed to an outside agency, in which case the
name of the agency and phone number are to be given to the individual; and (d) brief Chief.

Log in, review and maintain open discrimination complaint files for immediate access of
information and maintain discrimination complaint log and Exit Interview database. Develop and
maintain excel spreadsheets.
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Stephanie Varrelman
	SUPERVISOR'S CLASS: Staff Services Manager II
	personnel analyst: Andrea Riley
	personnel date: 05/06/16
	PERCENT OF TIME: 














45%

	activity: POSITION SUMMARY
Under general direction of the Chief, Office of Workforce Equality, the incumbent has access to high profile confidential information regarding sensitive departmental issues about employer/employee relation matters.  The incumbent performs a variety of complex jobs with a high level of independence and initiative when providing secretarial support to the office chief, senior investigator, investigators, and office.  

ESSENTIAL FUNCTIONS
The job requires a high degree of secretarial skills, initiative, discretion, independent judgment, and originality in performing assigned tasks.  Incumbent must exercise good judgment and possess the ability to communicate effectively concerning contact with control agencies, and other members of the public.  This position requires that the incumbent work cooperatively and respectfully with others, and maintain regular, consistent, and predictable attendance.  The specific essential functions are:

Serve as Secretary for the Office of Workforce Equality (OWE) Chief; research and attach pertinent file material to the Chief's mail and messages.  Maintain the Chief's electronic calendar, schedule meetings and conferences, make travel arrangements, and gather meeting materials.   Provide secretarial support to staff; maintain training calendar for staff, and for training conducted by OWE staff.  Ensure materials are prepared for various meetings and training classes; initiate research and draft correspondence, reports, charts, tables, graphs, forms, and other documents in accordance with office and departmental standards; compose outgoing correspondence and review outgoing correspondence and reports for conformance with department policy, format, and grammar.  Duplicate, collate, and scan documents.  Develop, update, and maintain numerous workload reports.  Prepare weekly highlights for OWE Chief.  Make travel arrangements for staff using Concur and process travel expense claims utilizing CalATERS.  Serve as OWE Super User for CalATERS.

	classification: Office Technician (Typing) Limited Term - 24 Months
	appointee: Vacant
	dwr position number: 0170-1139-003
	sap personnel no: TBD
	sap position number: 50000686
	division: Executive/Office of Workforce Equality
	mcr: I      
	percent 2: 20%
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10%
	activity2: Responsible for maintaining complex filing system, establishing confidential case files, filing selected correspondence, and maintaining discrimination complaint database and other resource material.  Use sound and independent judgment to select appropriate filing procedures for correct and easy recall of the material, and ensures adequate cross-filing of more complex source material.  Maintain reference manuals, directories, and materials.  Research and recommend processes and procedures to streamline, automate, and update methods of record keeping.  Edit and finalize meeting notes.  Research laws, rules, regulations, and procedures to format and update office desk manuals.

Serves as Timekeeper, Training Coordinator, and Purchasing Coordinator for OWE office staff utilizing SAP.  Run weekly ZDUN Time sheet Validation and Reporting report in SAP, and e-mail appropriate information to OWE office staff.  Coordinate and ensure annual individual performance appraisals are prepared; compile and complete annual performance appraisal reports; implement and coordinate training for office staff; provide advice and assistance to staff regarding training and career development.  Type and prepare training requests and review for completeness and accuracy.  Following the procurement procedures, prepare purchase Requisitions for materials and services for approval in SAP, reserve materials from the warehouse, track the status of each purchase, and monitor supplies/equipment.   

Sensitive duties include phone contact with DWR employees, members of the public, and government representatives.  The incumbent must do the following:  (a) exercise discretion and diplomacy; (b) know when to redirect inquiries to a specific person or program within OWE or DWR; (c) determine when inquiries should be directed to an outside agency, in which case the name of the agency and phone number are to be given to the individual; and (d) brief Chief.

Log in, review and maintain open discrimination complaint files for immediate access of information and maintain discrimination complaint log and Exit Interview database.  Develop and maintain excel spreadsheets.
	supervisor name: Stephanie Varrelman
	employee name: Vacant


